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CHAPTER 4

AUGVENTERS

A, GENERAL

1. This chapter provides information for DEERS project officers at all
| evel s concerning the use of temporary personnel support. It provides background
concerning the need for augnenters, job descriptions, and procedural guidance.

2. Some Uniformed Service activities have found that, due to administrative
personnel shortages or excessive workloads, tinmely and efficient enroll nent
during an intensified enrollnent phase cannot always be acconplished.
Accordingly, on a selective basis in densely popul ated Service comrunities, the

DEERS Program O fice provi des Some adm ni strative relief t hr ough
contractor-furnished personnel (augnmenters). These personnel are available only
for support related to DEERS activities. Augnenters are also furnished on a

selective basis to MIFs and DTFs during the initial eligibility-checking
periods. These personnel, under contractor supervision (field representatives),
are to provide initial relief from additional workloads and to train MTF and DTF
personnel in eligibility-checking operations and procedures.

3. Augnentation teans consist of field representatives and tenporary
augmenters, hired from local tenporary agencies, and organized as follows:

FIELD REPRESENTATIVE HEAD
SECRETARY
|
OVERALL SUPERVISOR
|
L
SITE SITE
SUPERVISOR SUPERVISOR
SECRETARY/ SECRETARY/
RECEPTIONIST RECEPTIONIST

The field representative, acting as the DoD agent, shall contact the | ocal
commander to determne the required nunber and placenent of augnenters. The

contractor shall decide on a conpetitive basis which tenporary agency can provide
the best service for each installation for each phase.
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B. FIELD REPRESENTATI VES

1. Field representatives are full-time enployees of the contractor. They
will cover all Unifornmed Services installations for a given area within an

| npl ement ati on phase. There will usually be several field representatives
wor ki ng in each phase.

2. It is the responsibility of the field representative to coordinate the
enrollment effort with the Uniformed Service project and liaison officers. It is
the responsibility of the |ocal bases to provide space for the DEERS enrol | ment
offices and to equip these offices with desks, typewiters, supplies, phone
| ines, and m scellaneous office supplies. (See Chapter 3.)

3. Oher responsibilities of the field representative are |isted bel ow

a. Determining the nunber of augnenters needed based upon popul ation
counts.

b. Training and supervising the augnenters,

c. Presenting DEERS briefings and providing materials to assist the
DEERS project officer in giving briefings via the conmander’s calls, weekly unit
meetings, or any other interested group requesting a briefing.

d. Establishing periodic contact with the information |iaison officers
to assist in the information dissemnation effort.

e. Producing weekly status reports for the Departnent of Defense,
showi ng current progress and any concerns about DEERS inplenmentation.

f.  Meeting periodically with
(1) Local base-level DEERS project officer
(2) Liaison officers representing the following activities

(a) Personnel office

(b) ID card office

(c) MIFs and DTFs

(d) Information/public affairs office
(e) Conmmuni cations office

(f) Data processing support

(g) Supply office

4. Following intensified enrollnment, a maintenance representative, enployed
by the contractor, shall be assigned to continue the liaison function with

base-1evel project officers. One nai ntenance representative usually covers
several states.
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C. AUGMENTERS JOB DESCRI PTI ONS

1. Overall Supervisor

a. Miin areas of responsibility include personnel, recordkeeping, and
conmuni cation between sites. The overall supervisor is directly responsible to

the field representative and naintains liaison wth the tenporary agency hiring
t he augnenters.

b. The overall supervisor works closely with the site supervisors in

scheduling the augnenters, training of augnenters, and maintaining adequate
suppl i es.

c. The overall supervisor acts as I|iaison between the augnentee staff
and the mlitary personnel involved with the program

d. The overall supervisor is responsible for resolving augnentee
personnel problens wunder the supervision of the field representative. The
overal |l supervisor works closely with the tenporary agency and, with the approval
of the field representative, makes requests for personnel changes or additions.

e. The overall supervisor has frequent tel ephone contact wwth the area
sites to maintain up-to-date records and to deal with personnel problens.
Periodic visits to all sites shall be necessary to collect forns, disperse

supplies, and establish and nmaintain rapport wth the site supervisors and
secretary/receptionists.

f. The overall supervisor also is responsible for keeping payroll
records on all augnenters for that area.

2. Head Secretary

a. The head secretary is directly responsible to the field

representative, and also works closely with the overall supervisor and site
supervi sors.

b. The head secretary’s responsibilities include the follow ng:

Typing reports and correspondence for the field representative.
Typing reports and forns for the overall supervisor.

Mai ntai ning weekly time sheets for payroll purposes.

Answering the tel ephone giving information on DEERS inquiries.
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C. The head secretary also fills in as a tvpist wth custoners, as
needed, and assists the site superV|sor I n the batching and filing of the DD
Fornms 1172. In locations processing retirees through nmail-ins, the head

secretary may be called upon to collect mail fromthe post office, to sort mail,
and to assist In the processing of these mail-ins,
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3* Site Supervisor

a. The main area of responsibility for site supervisors is to ensure the
overall success of the DEERS project by maintaining a well-trained, efficient,
courteous, and custoner-oriented work force. The site supervisor is under the
direct supervision of the overall supervisor of that area.

b. The site supervisor ensures that each secretary/receptionist has the

gui dance, handouts, and materials necessary to function efficiently and
accurately as they process applicants.

c. The site supervisor schedul es necessary training sessions concerning
requi red docunents to effect enrollnent as well as instructions for conpleting

the DD Form 1172 according to the “DEERS Program Manual” and appropriate
Uni formed Service gquidelines.

d. The site supervisor shall schedul e secretary/receptionists so as to
mai ntain an adequate work force to handle applicants, making adjustnents as

necessary. Al secretary/receptionists are directly responsible to the site
supervi sor, who shall consider requests for |eave and approve or disapprove such
requests depending on the workl oad.

e. The site supervisor is responsible for the courteous and efficient
processing of all applicants and is available to answer questions or to direct
questions to the Unifornmed Service verifying officer for clarification.

f. The site supervisor shall collect conpleted Db Fornms 1172 from the
secretary/receptionists; reviewthe fornms for accuracy’ and neatness; nmaintain a
continuous count as the forns are processed; give themto the verifying officer
for approval; and collect themafter they have been signed. Once signed by the
Uni formed Service verifying officer, the site supervisor prepares the forns in
batches, following the instructions given in the "DEERS Program Manual . "

g. The site supervisor is responsible for mailing all batches as soon as
they are conpl eted.

h. The site supervisor shall ensure the processing of all mail-in
applications.

4. Secretary/ Receptioni st

a. The secretary/receptionist is directly responsible to the site
supervi sor. The secretary/receptionist works directly with the applicant by
typing the pb Form 1172 from the information given by the applicant, review ng

the required docunents provided by the applicant, and answering any questions the
applicant may have concerning the DEERS program

b. The secretary/receptionist shall refer any problens or questions to
the site supervisor or Uniformed Service verifying officer.

c. In locations servicing retirees through mail-ins, the secretary/
receptioni st shall process the DD Forns 1172 and address envel opes for returning
docunments to the retiree.
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d. In some situations, the secretary/receptionist may assist in updating
active duty service personnel records.

D. PROCEDURAL GUI DANCE

This section is intended to, clarify for the Unifornmed Service project
officers the use of augnenters. These personnel cannot and may not verify DD

Forms 1172, but they can assist in the verification process. The follow ng
situations provide guidance to the project officers in the use of augmenters.

1. Sponsors Geographically Separated From Their Dependents

A DD Form 1172 brought in by a dependent that is not signed by the
sponsor nust be given to the verifying officer or project officer to nail to the
sponsor’s command for signature. |t cannot be left with the dependent to mail to
his or her sponsor for signature. (Refer to subsection D.8. for hardship cases.)

2. Survivors

Augnenters shall process only those pp Forms 1172 in which the applicant
has indicated appropriate marital status in Block 58 and has signed Block 62.

Al'l other DD Forms 1172 shall be given to the verifying officer for determnation
of eligibility.

3. Sponsor’s Signature |s Required

However, 1if the sponsor has signed the originally submtted DD Form 1172

and it is retyped because of illegibility, Block 62 may contain the words “Signed
by Sponsor.”

4* Letters of Incapacitation

In order for these letters to be accepted by augnenters as legal
docunentation, the follow ng information nust be contained:

a. Date of onset nust be prior to age 21.

b. Tenporary incapacity letters nust contain date of expected recovery
and nust be signed by a physician.

NOTE: If there is any deviation, the augmentee nust give the DD Form
1172 to the verifying officer for determnation of eligibility.

5.  Foreign Docunents

Forei gn docunents that are not translated may not be accepted as |ega
docunentation by augnenters and nust be given to the verifying officer for
approval in accordance with proper Uniforned Service procedures.
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6. Disabled Veterans

One hundred percent DAVS nust provide VA Form 656 or 656-A, establishing

percentage of disability. |f the VA Form 656 or 656-A indicates a percentage
less than 100, that case shall not be handled by the augnentee. |t shall be
given to the verifying officer for eligibility determnation.

NOTE :  For 100 percent DAVS. conm ssary, theater, and exchange unlimted
shall be the only benefits authorized.

7. Retirees Wthout Eligible Dependents

These bD Forns 1172 shall be forwarded to the DEERS Enrol |l ment Processing
Center in accordance wth existing batching instructions.

8. Legal Docunments Required to Prove Relationship to Sponsor

When | egal docunentation is required, it shall be linmted to nmarriage
certificates, birth certificates, court decrees, death certificates, and the
|ike. Passports, drivers licenses, and other fornms of identification are
expressly prohibited for use in establishing dependency. Only those docunents
that are “Original, " “Notarized, " or "Certif i ed True Copy” (signed by a DoD
official; for exanple, a conmissioned officer) shall be accepted by augnenters.
For mail-in enrollnment fromretirees or survivors, clear photocopies with the
original seal or authenticating evidence plainly visible, and wth no indication

of tanpering, are acceptable. Qherwise, these docunments shall be given to the
verifying officer for eligibility determnation.

NOTE ©  Verifying officers shall process all hardship cases.

9. Medical Care (M)

a. The MC effective date is the date the beneficiary first becane
eligible for CHAMPUS coverage. Once assigned, an MC effective date |s pernanent
for as long as the beneficiary is cent inually covered by CHAMPUS. The sponsor’s
retirement or death does not affect the MC effective date. Whenever there

appears to be a choice of two or nore eligibility dates, always choose the latest
dat e.

b. If it is determned that the MC effective date on the existing | D
card is wong in accordance with the follow ng guide, the augmentee may not mnake

a determnation of the correct date. These shall be given to the verifying
officer for determnation, as shall all cases in which appropriate categories are-..,
not listed below (such as illegitimte children).

c. Partial @Quide for MC Effective Date

(1) Dependents of Active Duty Sponsors

(a) Decenber 7, 1956;
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(b) Date current tour of ( continuous) active duty began, (no
break in service of nore than 24 hours); or

(c) Date (such as marriage, adoption, or birth) the person
became an eligible dependent.

whi chever date is | ater.

(2) Retired Sponsors

(a) January 1, 1967; or
(b) Date of retirenent.

whi chever date is |ater.

(3) Dependents of Retired Sponsors. |f the dependent was eligible
for CHAMPUS before the sponsor’s retirenent, the MC effective date renains the
date in effect just prior to retirenent. |f not eligible before retirenent, or
i f the sponsor retired before January 1, 1967 (the initial date retirees and
their dependents becone eligible for CHAMPUS), use the follow ng:

(a) January 1, 1967; or

(b) Date (such as marriage, adoption, or birth) the person
becanme an eligible dependent.

whi chever date is |ater.

(4) Survivors of Deceased Active Duty and Retired Sponsors. |If
the survivor was eligible before the sponsor’s death, the MC effective date
remains the date in effect just prior to death. |If not eligible before death, or
if the sponsor died before January 1, 1967 (the initial date retirees and their
dependents becone eligible for CHAMPUS), use the follow ng:

(a) January 1, 1967,

(b) Date the person becane an eligible dependent (such as date
of birth of natural child born after service menber’s death); or

(c) 60th anniversary of service nenber’s birth in cases of
RC- SBP partici pants.

whi chever date is |ater.

(5) Dependents of Retired Reservists with Retired Pay

(a) January 1, 1967,
(b) Date that the sponsor became eligible for retired pay; or

(c) Date (such as marriage, adoption, or birth) the person
became an eligible dependent.

whi chever date is |ater.
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NOTE : Dependents not listed in above guide (such as illegitinmate
children) shall be processed by the verifying officer.

10. parents, Parents-Iln-Law, Stepparents, or Adopted Parents

These DD Fornms 1172 will not be processed by augnenters. These shal 1 be
given to the verifying officer for eligibility determ nation.

11. Dependents Between the Ages of2land 23 in School

The follow ng guidance (paraphrased) is provided on the DD Form 1172,
bl ock 58. A dependent child who is 21 years of age and over, but who has not
passed his or her 23rd birthday, and who is (or was at the tine of the nenber’s
deat h) dependent upon the nenber for over 50 percent of his or her support, is
eligible for all benefits if he or she wspursuing a full-tinme course of
education in an institution of higher |earning approved by the Secretary of
Defense or the Secretary of Health, Education, and Wlfare (as appropriate) or by
a state agency under Title 38, U. S. C., Chapter 34, Veteran' Educati onal
Assi stance and Chapter 35, War O phans’ and Wdow s Educational Assistance, of

Title 38, U s.c. A full-time course of education is a course |load of a m ninum
of 12 senester or equival ent hours.

Augnent ees shal 1 check the *'Directory of Accredited Coll eges and
Uni versities” (Appendix C for those dependents between the ages of 21 and 23 who
are enrolled in school. |f the school is not listed, the DD Form 1172 shall be

given to the verifying officer for eligibility determnation. Only full-time
students shall be accepted; part-tine study is not acceptabl e.

Appendi x C, approved by the Secretary of Education, is based on only one
of the criteria cited on the DD Form 1,172. The list is provided to assist in the
determ nation of approved institutions. It is not all-inclusive.

12.  Dependent Children Not Residing Wth Sponsor Because of Divorce

These DD Fornms 1172 will not be processed by augnenters. These shall be
given to the verifying officer for eligibility determnation.
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